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OFFICE RELOCATION GUIDE

At Envoi Networks, based on the various services we offer, we have helped many of our
customers prepare for the various aspects of their move. When using Envoi Networks for any
of the below services, we will provide FREE Full-Service Project Management on all jobs and
will meticulously follow up and make sure everything is done properly and to our high
standards and you will have one company to deal with to manage everything:

Full-Service Voice & Data Cabling:

We offer complete voice & data cabling and work with your low-voltage drawings and your
project managers to make sure your office gets proper cabling and data drops for your Phones,
Faxes, Computers, Printers/Copiers, Wi-Fi Access Points, Intercoms, Panic Buttons, Cameras,
and Access Control. We also install all the necessary racks for your IT closet or Computer
Room to make sure everything is organized.

Ordering Internet Circuit:

Whether you need a simple High-Speed Cable internet or a more robust Fiber Circuit, we
make sure you choose the right service with the best price and we will get you proper static IP
assignments, and if necessary, we extend your Fiber Demarc from Telco closet to your IT room.
We work closely with your carrier to make sure you get your circuit delivered and turned onin
time for your move.

Telephone System:

We can provide you the most reliable and cost-efficient phone system solutions either on our
Hosted EnVoip system or if you already have a system in place, we can help you move and
install it. We also work with other providers to find you the best phone system for your special
needs.

Camera & NVR System:

We can provide the right camera system that fits your needs and budget with NVR (Network
Video Recording) that will allow you to keep recordings for days, weeks or months. We can
also install monitors for you to view your recordings and help set up access through your
computers. We also help you configure your smart devices so you can view your cameras
remotely when you are on the go.

Access Control:

Why deal with lost keys and changing locks when you can install an Access Control system
that allows you to easily give and take away access using key cards or even a phone app. You
can also get regular reports to see who has had access to your facility.

Door Intercom, Panic Button & Overhead Paging:

As security is most imperative these days, we can install Mag-Locks & Door Strikes with Door
Intercoms so you can screen visitors before giving access. We can also tie your intercom to
your phone system so that a visitor can call your phone extensions or even your cell phones, so
you can speak with them and open the door by dialing a code. We can also install Panic
Buttons for you throughout the office and if the button is pressed, a set of phones can ring and
deliver a special emergency message. We can also install overhead paging with one or multiple
speakers so the message can be played on the speakers. You can also stream music or special
timed messages on these speakers. Overhead announcements can also be made using your
phone handset, either to the whole building or to special zones.

We would be happy to discuss your needs and come up with a viable solution give us a call at
571-620-2500 and we will be happy to help. Wishing you the best on your move and know
that we are always here for you!

CHOOSING THE
RIGHT RELOCATION
PARTNER

When you have an office move, itis a
time-consuming project that needs
effective management and you have to
prepare months in advance.

Each office move is different and
requires customization based on your
business needs. We have taken some
of the most common moving tasks and
tips that you will need to prepare for
and have included them for your
review. We also provided a checklist so
you can go through them one by one.

We all have heard of unscrupulous
moving companies who have either
destroyed people’s possessions and
did not have enough insurance to
cover themselves or others who have
changed their pricing last minute and
have held their customer’s items
hostage. Here are some tips to help
you select a good moving company to
take care of your most valued assets
during a move:

1. Beware of the Low Bid

2. Saving Starts With Planning
and Clear Communications

3. Don’t Move What You Don’t
Have To

4. Consider Your New
Space Layout

5. Ask About a Spider Crane

6. Ask Who Will Be Moving
Your Business

7.Make Sure You Are Bidding
Apples-to-Apples

8. Protect Your Biggest
Investments

9. Size Matters
10. Don’t Go It Alone!
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USEFUL TIPS TO HELP YOU PLAN IN ADVANCE

Set Moving Date
e Each person should pack his/her own office the day before the move.
e |f new space requires remodel, ask for staff input on their work area requirements.

e Be sure you have sufficient electrical, telephone, and cable capabilities for current and
future needs.

Notification of Move

e Advise current customers & vendors of upcoming move several weeks before the move.
Give clients directions or maps to your new location. Update map and directions on firm
web site, if applicable.

e Get asmall red stamp that says, “Note new address.” Use this next to letterhead on all
correspondence mailed for the first couple of months after the move.

e Have your receptionist incorporate a message regarding the move when answering
phone calls.

o Change the recorded phone message for the office main number to include a
notification of the new location.

e Change the email signatures and announce your move in red bold fonts.

o If your staff have direct phone lines, ask them to include a brief message about the new
address in their voice mail messages.

e Order and be prepared to mail formal notices of the move as soon as the move is
completed to:

e Clients

o Friends/family

e \endors

e Government agencies

o Post office and other package delivery services
e Othersyou do business with

e Contact your telephone company. Do this as soon as you know you are moving because
you want to be sure your new phones are installed by the time you move. Also, if using
print advertising, you will need to be sure you meet the deadline for advertising in the
next year’s phone book. If you must change your phone number, arrange for a referral
message to be placed on your prior phone number. Check if automatic forwarding is
available. Call your old phone number to ensure that your requested message or
message and automatic call forward service is in place. This may not be the case if using
VolIP systems.

o Notify the post office and arrange for forwarding of mail.

o Notify the insurance company of your new address and inquire if any riders are needed
for the move.

Printing Needs
¢ Notify your bank and arrange for the printing of new checks.

e Arrange for new business cards to be printed. Also, letterhead, envelops, etc. if you don’t
use computer-generated letterhead.

e Arrange for new signs on the door, building, etc.

To learn more about Envoi Networks & our wide range of services, please visit
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USEFUL TIPS TO HELP YOU PLAN IN ADVANCE

(continued)

Website
o Notify your website designer that your office will be moving as soon as you know you
are moving to allow changes to be made to the website, including any hyperlinks to
office location maps from mapping services.
o Notify any affinity group, membership organization, or marketing portal websites, such
as Google and Bing that list your office address of your new address and phone number.

Preparing for Moving Furniture and Equipment

e Arrange for movers. Check references.

e Contact telephone company about installing new lines for phone, fax, Internet, etc.
Arrange for this to be done well in advance of move or you may be in the new office with
no phone access.

e Arrange with computer consultant to set up equipment/network at new location. Don’t
plan computer upgrades to take place at time of move or you may find yourself without
the use of your computers.

e Arrange with copier company to have the copier set up at the new location.

e Decide on the layout of furniture and equipment in new office. Measure spaces to
ensure current furniture and equipment will fit. Be sure there is adequate space around
equipment for repair people to make repairs.

The Actual Move
e Each person should pack her/his office.
e Label each box and label each drawer with a corresponding number. This way the
morning after the move when you absolutely have to have something you know was
kept in drawer “32,” you can go to box “32” and find it.

4
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THE PLANNING CHECKLIST

Planning in advance and covering all of your basis will ensure a smooth
and successful move so follow the below list to make sure you cover ALL
of your tasks!

Physical Planning Checklist:
Q Obtain afloor plan of your current office layout
Q Obtainablue print of your new office location
Q Create a proposed furniture orientation / office layout using blue print obtained
Q Obtain approval on new layout
4 Obtain quotes on required build out at new location
Determine PC and Printer Locations in new space
Determine location of shared office equipment (i.e. fax machines)
Identify personal printers on the floor plan
Identify analog/VolP lines on the floor plan
Identify data lines on the floor plan
Identify jack locations for voice and data
If modular furniture is being used Identify the network cabling
Obtain bids for any work that is required based on current plans
Review final space plans and include electrical and furniture placement

Begin compiling costs for move budget

o000 U U U

Evaluate new location to determine if there are any special limitations for movers

Q Assign each new office space with an identification number

Teams:
Q Identify co-workers to be team members on project team
Have a backup team member for any one that may not be available
Establish a Computer Team - Responsible for all aspects of PC moves

Establish a Testing Team - Responsible for testing all work stations

a

a

a

Q Establish a Data Team - Responsible for ensuring all data is backed up

Q Establish a Printer Team - Responsible for installing and configuring all printers

QA Establish a Network Team - Responsible for all network equipment including testing
a

Establish an Employee Team - Responsible for communicating to employees and making
sure all employee related issues are handled during move

(]

Establish a Vendor Liaison - This person is responsible for interfacing will all vendors

U

Review all layout plans and jack locations for all equipment with team leaders

(]

Create an outline for each team member and vendor as needed

To learn more about Envoi Networks & our wide range of services, please visit
www.Envoi.com or email us at info@Envoi.com

NETWORKS @
< nv( I phone: 571.620.2500
\ web: ENVOL.COM




NETWORKS @
n V I Informational Series
Office Relocation Guide, Tips & Checklist

THE PLANNING CHECKLIST

(continued)

Labeling for Move Day:

Q Label all analog lines with ‘A, digital phone lines V', and data lines ‘D’
Q Allwiring should be labeled with the device ID to which it belongs
Q Allwiring should be labeled with the location it will be moved in the new layout

Q All computer equipment should be labeled with the identification number assigned to
the new space

Q Label all boxes and binders with the identification number of their new home

Q Color code labels for items belonging in network rooms or other common areas. Each
color should correspond to a uniqgue common space in the new location. At the new
location the color should be clearly present on the door or wall space next to the door for

easier unpacking.
Q Place each color on the building layout diagram you have created
Q Ensure all team members are familiar with coding system
A Communicate color coding system with Movers along with a copy of the layout

Wiring / Cabling / Phone / Internet / Etc.:

Q Determine what type of internet is available at the new location and order the circuit as
soon as possible. If a Fiber connection is required, 6-8 weeks is often needed to deliver
the circuit and the more time you give, the better off you are

Q Determineif it is worth keeping your current system and moving it or if it is better to
purchase a new Hosted system and start planning at least 2-3 months in advance

QA Identify the telephone/server room at the new location and label it on the floor plan

Q Ensure that the new server room is centralized to avoid the Ethernet UTP length limit

Q Ensure that you have a UPS (Uninterrupted Power Supply/Backup Battery) with the
appropriate wattage to cover your needs during a power outage or power surge

U

Confirm minimum requirements for server room are met (electrical, cooling, dimensions,
security, etc.)

Schedule wiring according to project time-line and obtain outside consultant if required
Identify cost and time constraints for wiring work

Document cost and time in project plan/project budget

Test all network and phone drops as soon as possible so problems can be corrected

Use layout of desks to estimate cable size requirements

Plan for any future configurations and wire leave additional wiring in each wall

Test all back-up batteries for phone switches and servers and take inventory of all items

[ I Iy I A Ny I I N

Contact vendors for 800 numbers and schedule cut-over date. Test the new phone system
several days before the move.

U

Disconnect all paid lines at old location

Q Review the programming and routing on the IVR & voice mail system to make sure
everything is working as it should
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THE PLANNING CHECKLIST

(continued)

Cleaning:

Moving is about the only opportunity you will ever have to completely clean all of the items that will
be in your business. Take advantage of this time.

Q Before electronic items are moved clean them with appropriate cleaner
Q Clean all office furniture prior to move
Q Clean all wall hangings prior to move

Q Clean all break-room/ office kitchen items prior to move

Equipment:
Q Take acomplete inventory of all existing equipment
Q Determine what moves and what should be sold or donated
Q Identify any new equipment that may be required
Q Document all cost for project budget along with estimated arrival dates for project plan
Q Have a physical backup for all servers
Q Have spare cables and other parts on hand

Q You should not transport the backup media in the moving truck. Carry that by hand and if
possible, have two copies in two separate locations.

Q Review equipment repair orders and identify those items that are likely to have a problem
onmove day. Test those items first.

Meetings and Communication:

’

Q Create a contact list for move day and include all key personnel, vendors, etc. on this sheet.
Provide copies of this contact list to all team leads.

Q Local staff contact person should be identified and on-site for deliveries or vendor access
to new location

Q4 Create a phone number list of all of the numbers being moved. Use this list to test calls
come in to the correct locations in addition to making sure calls can go out.

Q Schedule a conference call with telephone service providers. Review plan for move.
Schedule disconnection date for old location.

Q Reconfirm move date with all vendors at least 1 month prior to move. The week before
the move make sure all vendors date sensitive tasks are complete and move is still

ontrack.

O Have ateam meeting and confirm time lines are being met and roles and responsibilities
are understood. Ensure everyone knows who to call if there is a problem.

Q Update all important information with office security systems and providers.

Q Have users back up all of their files to the network or to disks before the move. 7 =
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ADDITIONAL CRITICAL ITEMS

There are more things that you may identify as critical that can be added below:

g oo ooovvvyovvw-nwvouvovuogoggopgogoogvJgv v o oo
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CHOOSING THE RIGHT MOVING COMPANY DETAILS

We all have heard of the unscrupulous moving companies who have either destroyed people’s
possessions and did not have enough insurance to cover themselves or others who have changed their
pricing last minute and have held their customer’s items hostage. Here are some tips to help you select
a good moving company to take care of your most valued assets during a move:

1. Beware of the Low Bid

The low bid always looks good on paper. But you don’'t move on paper. A cheap bid that’s
$5,000 lower from a discount mover could end up costing you 10 times that in downtime.
Some possible scenarios include: Movers potentially not show up when they’re
supposed to; damaging valuable IT equipment, furniture and intellectual property, or
add on additional charges on moving day (when they think they have you captive).

2. Saving Starts with Planning — and Clear Communication

Any good business mover will work with you from day one to plan your move down to
the smallest detail. Surprises can cost you money, so value starts with clear and open
communication. Ask your moving company about: their process, their chain of
communication, and whether you’ll have a dedicated point person all day on moving day
(with a cell phone number). If they can’t promise you that, look elsewhere!

3. Don’'t Move What You Don’t Have To

Start early with a plan to recycle and archive old files. Remember, storage costs much
less per square foot than office space. Top-quality moving companies can offer you
climate-controlled storage and secure digital archiving that can save you thousands on
moving day, and every year thereafter.

4. Consider Your New Space Layout

The architecture of the modern workplace is always changing. Take the layout of your new
space into consideration as you plan your move. We know one company that paid their
mover to move 200 desks to a new space that had built-in desks in every workstation.
Plan and take advantage of your qualified business mover’s experience and expertise.

5. Ask About a Spider Crane

Many companies will require you to unload every file cabinet before moving. This can
cost you multiple hours of staff time and result in lost or misplaced intellectual assets.
Do not end up paying twice—for cabinets and for boxes or crates, too. Ask your mover if
they have a spider crane, which can lift entire file cabinets with the files still intact.

6. Ask Who Will Be Moving Your Business

It might sound basic, but the #1 cause of mistakes on moving day is human error. Ask
the moving companies you're talking to about their training programs. Ask if they ever
use temporary or day labor (and don’t take “yes” for an answer). Training matters at your
company, and it should matter for your moving company, too.

7.Make Sure You're Bidding Apples-to-Apples

It’s always fair to compare prices, and you should insist on value. It’s not fair to ask
professional moving companies that invest millions in equipment and training to
compete on price against discount moving companies that rent trucks, use temps, or
that won't be around next year. Ask for references—and check them carefully before
you decide on a bid.
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CHOOSING THE RIGHT MOVING COMPANY DETAILS

(continued)

8. Protect Your Biggest Investments

Do you have lab equipment? Valuable artwork? Expensive computers? Proprietary
equipment? It’s one thing to move boxes; it’s another thing to move fragile items that
can cost hundreds or thousands of dollars. A good moving partner will have a planin
place for every single item you want to move, including your most expensive assets.

9.Size Matters

Even with all the best planning, things can go wrong. During one move, an ice storm hit.
During another, the new space wasn't ready when it was supposed to be. A good moving
partner will have the capacity, resources and resilience to add trucks, staff, provide
storage, and do whatever it takes to meet your deadline, without adding unreasonable
costs to your move.

10. Don’t Go at it Alone

Remember, you aren'’t just bidding on trucks and strong backs when you hire a business
mover. You're looking for expertise. A good moving partner will be there to walk your
property, ask questions, and make suggestions that can often save you money long
before your move even begins. They should also have the strength and stability to
support you (and save you money) not only on your first move with them, but on your
tenth one. Of course, price is important. However, value matters more.

Choosing the right moving partner, and open, clear communication long before moving day, is
the best way to ensure your expectations will be met. It’s also the best way to save money!

Please contact info@envoi.com or dial 571.620.2500, option 1
if we can help or assist in any way.
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